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ABSTRACT 

This Coordinator's Guide accompanies- the module 
Developing Effective Public Eelations, It defines the coordinator's 
role from four aspects: setting the tone^ setting the pace, 
facilitating the discussion, and evaluating* Suggestions for 
preparirig and presenting the i^orkshop are offered- The actual text is 
In the accompanying module, but the coordinator is given suggested 
timings and specific directions for carrying out each activity. 
Activities help participants to understand public relations; become 
familiar with public relations resources; plan and give public 
relations presentations; and develop their own public relations 
plans. The workshop is intended to help counselors and related 
personnel acquire knowledge and skills in planning and carrying out 
public relations activities. (Author/Bp) 
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Coordinator ' s Role 



Your role as coordinator is crucial. It may ha thought of in four 
categories . 

Sa t t\m Tone 

Set the right moDd. Don't maka things deadly and bgring. Inject 
humor into the activities and discussions , let people joke around and have 
fun. People should be relaxed^ but alerts Interastad and motivated. 

Sat the Pace 

Maintain the right pace* If things bog down ask some leading ques- 
tions , get a lively discussion going* Soma sections can be summarizad 
orally to apeed things^ and this can be planned ahead. If things are 
going too fast and people are getting lost 5 slow it dora^ let them ask 
questions s spend time orally covering the points. Keep the flow smooth 
at junctures in the inodule - winding up one activity with a satisfying 
resolution and easing participants into the next. Take breaks as you 
sense they are needed. Be flexible in structuring activities j adapting 
to individuals and situations as needed. Regard times as listed in the 
Time Outline as flexible. 

Facilitate 

Encourage discussion and interaction from the participants. Bring 
out the shy people; don't let the aggressive ones dominate* Seek out 
questions and uneasiness, get them into the open 5 talk them overj 
especially at the beginning. Watch facial expressions and body language. 
Be a trouble shooter* Spot problems and work them out. In short, act as 
a guide through the module ^ but try not to get in the way. 

Evaluate 

Make sure participants are headed in the right direction | nudge them 
that way when they're not. Judge whether the participancs adequately 
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perforn, the. five accivitias of th« mdduU. Kc^ep a record of how each 
participant does on the appropriate record sheets. In ganaral, maintain 
the quality lavel of the workshop. 



Specific Coordinator Functiona 
P rior Co the WorkshoB 

1. Study the module thoroughly ahead of time. Be familiar with tha 
participant materials and the Coordinator's Guide. It is recommended 
that you go through tha modulo as a participant first before you lead 
a group, 

2. Make sure all needed materials are present for the workshop. Check 
on the availability of such things as name tags, extra paper, news- 
print, chalkboards and the Workshaeta used in several of the activities. 

3. Make sure that the room arrangements are appropriate. Since many 
activities are done in small groups, the best arrangement is tables 
with four to six chairs par table. 

At the Workshop 

1. Introduce yourself to the participants and them to each other. 
Briefly describe your background and the role you will play in the 
module * 

2. Establish time limits (lunch, when the day ends) and schedule for the 
day, and do your best to stick to them. 

3. Follow the instructiorts in this guide for the following: 

a. Introduction - Orientation, Module Goal and Objectives, Time 
Outline 

b. Activity 1 - Understanding Public Ralatlona 

c. Activity 2 - Public Relations Resources In your Community 

d. Activity 3 - Planning Public telationa Presantationa 

e. Activity 4 - Giving Public Relations Presentations 

f. Activity 5 - Developing your Public Relations Plan ^ 

g. Module Wrap Up 
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Introduction 

Hour) 



Orientation and Modula Gogj^andjbjectlvas 

ITHl^ticlpants raad the sections on Module OrlantatiPn and Module 

Goal and Ob j actives. - 

2 EKplain this moduU is de.ign.d to help the. develop effective public 
relations skills and relate the.e .kills to their guidance program. 

3 Review with th. participants aach of the five modula objectives. 



Time Out Una 

T'^'lI^nTwith the participants the time outline. 

. ■ ^= r>,^v will be actively involved in five sessions, 
2 Tell the participants they wixx am at,i.j.yej.j 

Each session begins with an activity relating to building affective 

public relations. The fiva activities will require tha participants 

to discuss, review, plan and present; In othar words, to ba actlva. 

In all cases text material is presented to assist the participants in 

carrying out their tasks, 
3. Tell tha participants that the ^pendix contains many public relations 
ideas which may be useful to them during the workshop. 

Activity 1 
Understanding Public Ralations 
(1 Hour) 



Participants will be able to state the 
relations component of a comprehensive guidance program. 



purpose of this activity i. to provide the P^ticipants with an 
opportunity to become more aware of the meaning and importance of pubUc 



relations for their guldatce, program. 
Instructions 

1. Group the participants by three's. 

2. Explain tha objective and purpose of Activity 1. 
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3. Have Cham use the discuaaion questions providGd on page 4 to discuss 
the meaning and importance of public rBlations activities for their 
guidance program* The discussion questions arai 

a. As you think about your own work settins, how would you describe 
the public relations con^onent of your guidance program? 

b. How would you categorize and describa the various publics in your 
cosnnunity ? 

c* Three reasoae were given in the text for conducting public 

relations activities: providing accurate information, gaining 
public eupport and creating staff morale. Do you feel these 
raasons are applicable in your setting? What other reasons do 
you feel are iraportant from your perspective? 

' Achievament 

Each participant will be able to write a paragraph which describes 
at least two of the following advantages to be gained by an effective 
public relations components 

a* gain public support 

b. develop staff morale 

c. present accurate Information 



Activity 2 

Public Relations Resources in Your Community 
(1 % Hours) 

Objective 

Participants will be able to specify and describrpublic relations 
rtjaources availably in their community. 



Tho. purpose of; this acclvity ia to provide the participants vith the 
..p^rtunicy to identify public ralations resourcaa available in the 
.ot=^u„i=, ana dB.«,ib. how thay could he u8«d in their guidance progri^s' 
v-ihlla tyiatiofia tic 1 1 vl t lea . 



Instructions 

1* Have tha participaiits remain in the same small groups they were in for 
Activity 1, 

2, EKplain the objective aiid purpose of Activicy 2* 

3* Have them review and discuss^ using Worksheat 1, the public relations 
reBources described on pagea 12-22 of the module. Go over Worksheet 
1 with them first so they understand that the category Availabl a 
means in their Gommunity and the category Usable means it is a resource 
they actually could use. The Comment s section is there if they wish 
to make a special notation about any of the resources. Remember, all 
Worksheets are to be handed out ahead of time and used so the 
participants should not write in the module , Also, eKplain to them 
that although they are working in a small group p each participant is 
to fill out Worksheet 1 as it applies to his or her community. 

Achievement 

Each participant will be able to list and describe his or her 
intended use of five resources. Each statement should contain at least 
one eKample of how the resource could be used affectively. Use Workshaan 
2 for this purpose. 



Worksheet 1 



lieSDurce Avnilablo Usable Coiments 

Yes No Yas No 

1, Advertising 

2, Billboards 

3, Bulletin boards 

4, Bumpar stickers _ 
5* Cartoons 

6. Diract mall 

7. Displays 

8. Handbooks 

9* Leaflets ' _____ 

10, Mottos & slogans 

11* Newspapers 

12* Reprints 

13. Special publications 



15 n Proclamations 

16* Speakar's bureau 

17* Special programs & 
weaks 

18* Spaeches 

19 * Telephono 

20, Tape recordings 

21* Films trips ^ slide 
tapes 

22* Motion pictures 

23* Photographs 

24* Posters 

25. Radio 

26. Slides 

27. Television 
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Ke source 
1. 



Worksheet 2 

Intended Uaa^ 



2. 



3. 



4. 



5. 



11 



- 7 - 



ERIC 



ActiviUy 3 
Planning Public Relations PraaantatiQiis 
(I Hour) 



Ob j act ive 

Parcicipanta will be able to plan a public relations presentation 
which intrDduces an audience to a new or improved component of a compre- 
hensive guidance program* 

^ur£Ose^ 

The purpose of Activity 3 is to provide the participants with the 
skill to plan a public relations presentation. 

Instructions 

1, Group the participants into teams of from four to six members. Have 
each team select a chairperson and a recorder, 

2, Explain the objective and purpose of Activity 3. 

3^ Have them select the compQnent of the guidance program they are going 
to present, 

4* Have them review and discuss the text material titled Planning^ 

Presentations on pages 25--29 of thu module. 
5, Have them outline their presentation using Worksheat 3* In this case 

only one worksheet will be filled out per team. 
6* Wian the teams have completed their worksheets have them share them 

with other teams for review and evaluation purposes* 

Achievement 

Each team will have their outline evaluated by the coordinator on 
CQordinator Review Sheet 1, (See page 10 of this guide.) The outline 
must show evidence of attention to the following three variables to be 
Judged accep Cable, 

1. adequate knowledge of intended audience. 
2 * logical organization of content , 

3. appropriate use of media and presentation methods* 

12 
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Worksheet 3 
Presentation Planning V?orksheeU 



1. Audience (describe the intended audience) 



Presentation 



Outline (outline the content to be cove 



red) 



3. 



Media and Pres entation Method (describe ffledia to be used and Indicat 
* — presentation methods chosen) 
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Coordln&tor Review Sheet 1 
Planning Public Ralationa Presentations 

Team Membera (list members of team) 



Cheekllat 

The outline indicated: 

* 

yes no 

1* adequate knowledge of intended audience^ 
2. logical brganization of content 



appropriate use of media and presentation methodg 
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Activity 4 
Giving Public Relations I^resantations 
(1 Hour) 



Obj ective 

Participants will be able to give a public relations presentation 
which introduces an audience to a new or improved component of a compre- 
hensive guidance program* 

Purpose 

The purpose of Activity 4 is to provide the participants with the 
skill to make a public relations presentation. 

Instructions 

1, Have the participants remain in the same groups they were in for 
Activity 3* 

2, Explain the objective and purpose of Activity 4* 

3, Explain to the participants that two teams will be working together in 
the following wayi 

a. One team will present their program (15 minutes) and be ready to 
answer questions (15 minutes). 

The other team will listen for 15 minutes and ask questions for 15 
minutes* They will then evaluate the presenting team using the 
Program Presentation Rating Scales which appears on page 31 of the 
module, (A copy also is provided on page 13 of this guide.) 
c* During the second 30 minute session the poaltlons 'of the two 
teams will be reversed » 

4, Have them review and discuss the text material titled Giving Present 
tations on pages 32-34 of the module* 

5, Explain that the Program Presentation Rating Scale is filled out for 
the team, not for individual team members and that the ratings are to 
be shared with the presenting team for feedback purposes. 
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Achievemant 



Each team wili give a presentation of a . • 
. Suidanc. progra. to an audience of 2ll °' 
.He following critarla C,,o.r l P-^^-^l.^ts to be Judged on 

S iteria (Program Presantation Rating Scale)- 
1. organization of fc.«Ae; . 



1. organization of presentation 

2. concent coverage 

3. accuracy of material 

4. language used in presentation 

5. program image projected 



6. awarenass of audience 

To be acceptable each team should receive a . • - 
on the Rating Scale. "ajorxty of 3's or above 
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Program Presentation Rating Scale 

Directions: Listen carefuTfv 

Seal, to raL L Pre^LiSrf'^""" '"'^ 

appropriace, comment, in tha ^t^aca provided as 

Content 

Organisation of presentation 

lacks continuity 1 2 3 4 ^ 
Content coverage 

too la schy 12345 
Accuracy of ttaterlal 

obvious errors Too. 
Conan^nts 



sequential 



^ell chosen 



substantiated 



Fresenta tion. 

Language used in presentation 

technical 2 
Program iMge projected 

distorted/vague i 
A^^areness of audience 

oblivious 2 
Comments 



understandablf 



positive 



sensitive 
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Activity 5 
Developing Your Public Relations Plan 
(1% Hour) 



Ob j ective 

Participants ^?ill be able to develop a public ralations plan for one 
guidance activity* 

P^ur^qaa 

The purpose of this activity is to provide the participants t^ith the 
opportunity of developing a public relations plan to initiate and carry 
out one guidance activity when they return to their work setting. 

In s true t ions 

1, Have the participants gat back together in the saall groups they were 

in for Activity 1, 
2* Explain the objective and purpose of Activity 5* 

3, Have them review and discuss the text material titled Devaloping a 
Plan on pages 36«3S of the module* 

4, Suggest to tham that they should go back over the text material on 
public relations resources and the Appendix for Ideas for i:heir public 
relations plMi, 

3, Have each participant develop his or her own plan. Have them refer 
to the example presented In the text on pages 37-38 if they need help 
in undaratanding how to develop a plan, 

6, Allow cime for the participants to share their plans with each other 
in their small group, 

Achievemerit 

Each participant will develop and have judged by the coordinator on 
CDordinator Review Sheet 2 a public relations plan for one guidance 
activity. Iha achievemiiut of this objective will require the laying out 
of a Time/Task and Talent analysis which contains the following four 
varlablRS to be judged acceptablep 

1. specifies Cha guidance activity, 

2, defines the public ralations tasks necessary to publiciza the activity. 

18 



3. sets dates for completion of each public relacions task. 

4. assigns responsibility for each task. 
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Coordinator Review, Sheet 2 
Developing Your Public Relations Plau 



Part 1 cip an t ^ s Name 

.Chackligt 

The public relations plan indicated* 

yes no 

1. guidance activity to be presented 

2* public relations tasks necessary to carry out 
guidance activity 

3* dates for completion of tasks 

4* responsibility for each public relations task 
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Module VJrap Up 



The goal of the brief wrap up session is to provide an opportunity 
for closura to the activities of the modules. 

1. Briefly reviaw the goal and objectives of the module. 

2. Deacriba the contents of the Appendix and the References section. 

3. Have a brief open discussion on any questions about the inodule and 
the participants' experience during the workshop. 
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